
Secretariat Center Office Administrator/Bookkeeper 

Summary: 

The Office Administrator/Bookkeeper is responsible for all administrative functions to ensure the smooth and 

efficient running of the Secretariat Center organization. This position is responsible for the collaboration, 

coordination and associated communication of key Secretariat Center program areas and shall act as a 

communication “bridge” between the barn and the office functions. This position supports the Secretariat 

Center staff and reports to the Executive Director. 

 

Responsibilities 

Administration Operations and Bookkeeping: 

1. Ensure all records are maintained accurately and timely including but not limited to equine records, 

adoption and donor information, financial, regulatory information and relevant Board of Directors 

documentation. 

2. Audit all records for accuracy and clarity. 

3. Ensure proper collaboration, communication and documentation of all equine activity (vet, farrier, etc.), 

training records and maintenance activity of the Secretariat Center Program.  

4. Maintain Center “calendar” including events, seminars, tours, adoptee visits, vet, farrier visits, board 

meetings, etc. in collaboration with Executive Director and staff. 

5. Provide support and coordination for Board of Director meetings as directed including but not limited to 

taking minutes when requested and collecting/disseminating documents prior to meetings. 

6. Maintain a clean, neat office environment, consistent with Secretariat Center campus image and brand 

7. Basic accounting responsibilities to include: 

 Process all invoices, obtain payment approval for all invoices and receipts. Ensure proper 

payment authorization is obtained prior to approvals. 

 Timely processing of all checks received and prepare bank deposits. 

 Assist with maintenance of financial records, and files including but not limited to financial 

ledgers, invoices, receipts, spreadsheets, etc. 

 Provide support to the Executive Director with the preparation of financial and budgetary 

spreadsheets, reports and documents. 

 Weekly/monthly reconciliation and audit 

8. Insurance including Workman’s Comp. 

9. Reception, phones, answer all basic emails. 

10. Contract / agreement maintenance and retention 

11. Human Resources support/coordination responsibilities including staffing, schedule interviews, meeting 

support, etc. 

12. Provide assigned updates/reports to Executive Director as per agreed content and format including 

presentations, spreadsheets, reports, etc. 

13. Provide support for all grant writing, submission and tracking. 

14. Non-Profit Governance (Federal, State and Local regulations) and compliance  

15. Point of Sale management and reporting including cross training staff (retail inventory management) 

 

Equine Intake/Departure: 

1. Assist scheduling and administration of the equine intake process and documentation including creation 

and maintenance of “baby books” records (training records, expenses, farrier, vet records, etc.), prepare 

and issue donation acknowledgment. 

2. Process intake agreements, foster care agreements, and various other equine agreements/contracts. 

3. Provide support for equine departures as directed. 



 

Adoption Application: 

1. Coordinate and collaborate to facilitate a smooth end to end adoption process including application 

completeness review, submission of application to Application Review Committee, scheduling adopter 

visits, contract administration, scheduling equine departures with complete and accurate records. 

2. Support equine adoption process as appropriate. 

 

Community, Advocacy, Marketing and Development/Fundraising:  

1. Provide administrative support for all activities as directed. 

2. Research new means of attracting donors and sponsors as directed. Conduct research about potential 

donors, sponsors, and in grant preparation as directed by Executive Director. 

3. Establish/maintain donor database; produce regular fundraising reports. 

4. Support creation of communication and outreach to current donors and sponsors regarding Secretariat 

Center activities and achievements. 

5. Determine calendar and planning requirements (who, what, when, where) and delegate/collaborate as 

necessary. 

6. Support all public events (horse shows, demonstrations, trade booths, career fairs). 

7. Provide administration support for the coordination of the Secretariat Center; ensure sufficient staffing 

support for events and projects as needed. 

8. Other duties as assigned. 

 

Requirements: 

1. Bachelor’s degree and/or 5 years of experience in office administration/bookkeeping required 

2. Detail oriented, highly organized and capable of maintaining accurate records in a fast paced, charged 

environment. 

3. Knowledge of all Microsoft products, QuickBooks and basic accounting skills required. 

4. Previous non-profit and equine experience strongly preferred 

 

This is an hourly position ($15-$19/ hour) based on 30 hours/week 

Compensation commensurate with experience 

 Competitive health benefits package, dental, and vision available, paid vacation, etc. 

The Secretariat Center is an equal opportunity employer. 

Please send cover letter, resume, and references by October 2, 2020 to: 

executivedirector@secretariatcenter.org attention Office Administrator/Bookkeeper 

 

mailto:executivedirector@secretariatcenter.org

